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PROPOSED AMENDMENT TO GSA CIRCULAR NO, 253, ATTACHMENT 2
IUATPES AR GECATIDVERIET TS T N e e '.;‘-..,,..... - - memwvm

1. All post offices arq_daltgncd ons or lor; tive-digit ZIP
Codes., The National ZIP COJQ Directory lists ZIP Codes for all post
office addresses, Copies of the Dirsctory may be ;btnlnnd from the
Government Printing Ottica.

2. Effective November 1, 1965, addresses prepu;ed in typewrit-
ing or handwriting on ofticial agency intl must include the ZIP Code
m‘mben.

3. Effective January 1, 1967, Z1P Codes must be included in the
address on all official agency wail and in return addresses on enve-
lopes, letterheads, and other stationery, and in official agency publi-
cations when agency addresses are showm, Applications, questi.omulna..
and all other forms which contain spaces for inserting addresses must
contain the heading “ZIP Code" ind space for the insertfion of ZIP Cod‘o.

4, Effective January 1, 1967, when sn agency makes bulk wailings
of 200 or wore pieces during amny one day to lists of addresses, tﬁo
pisces must be prepared by the agency in packages and sacks, When thers
are 10 or wore individually addressed pieces to the destinations de-
ocrtﬁed 1n‘paragrapha a, b, c, d, and ¢, they must be sscurely wrlﬁpod
or tied together as a package by the agency (the agency may package less
than 10 pieces in the same manner). Package labels wust be used to show
the destination of a package when the destinstion cann;t be deterniniﬁ by

the arrangewent of the pieces in the package or by the sack labsl, Paper
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slipa may be used as the package labol or the top pi.ou or wrappor ny
| be urkod or lmpod wlth the package hbcl. MOmtton uqui.rod
_ Labcl tntomti.on must be legible, Pnchgu mt be sacked by th-
agoncy when there are cnough for the same destination to tlll approxf-
- mately one-third of a sack, The total weight of pieces placed in one
sack must not exceed 80_ pounds. Local postmasters should be requestad
to furnish post office repressntatives to !.n-truét agency parsonnel as
to the proper lethod of packaging and sacking bulk nailings by ZIP Cods .
a, Flve-dtgl.t Z1p Codc delivery unit packages and sacks,
A five-digit ZIP Code delivery unit is post office having one
Z1P Code or a station or branch of ths 314 mult{-ZIP Coded post
offices listed in p.ngi"lph 6.
(1) Packages, The agency must prepare packages of pieces -
addressed to the same five-digit ZIP Code delivery unit,
The pieces in the package I.Ill.llt be faced in the same direction,
It is recoméﬁded that pnckaju be prepared for the five-digit
ZIP Code delivery unita of the other wult{-ZIP Coded post
offices which are not listed in pnnﬁnph 6,
(2) Sacks. Sacks containing tive-digit ZIP Code delivery
unit packages must be labeled in the following manner:
Philadelphia PA 19118

PAMPHLETS
Fr DOD Boston MA
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" office after ths five-digit SIP Code delivery unit package
 required bja(l) have besn prepared must be wads up &3 &

 pution,

"(1) Packages, Pieces remaining for the post offices ina
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(1) Packages, Pleces remaining for e multi-IP Coded podt .

Mixed City Package, The packsges must bs labsled "Mixed ctty."
The label may be omitted when the packages afc placed in a
city seck and tlﬁ top pisce in the package l.l‘ turned or eovnud
so that the individual address on the piece doas not show, ‘.
thereby indléatlng that the package i.q to be opsned for dugu_}
(2) Sacks, Sacks containing mixed city packages plus sny
packages for five-digit ZIP Code delivery units not sacked
as .provi.«.hd for by a(2) wust be ia_bqlod in the following '
manner: |

Philadelphisa PA 191

PAMPHLETS _

. _ Fr IRS Cincinnati OH

c. Sectional Center Facility (S8CF) Psckages snd Sacks,

sectional éintir after the jpnckagcn required by a(l) and
b(1) have baesn pu'pnud'-unt be combinad lnto'an SCP pach_“.__ .
and labeled "Mixsd CF," The label may be oitted when the
peckages are placed in a SCF¥ u&k m& tﬁ top pisce in tlu"'-

package is turned or coversd so that the (ndividusl address -
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package is to be opened for dlltributton.

(2) Backs, Sacks contunlng scy plchgu. plus any
packages for tlu-dlgtt ZIP Code doltwry untto and. -lnd
city packages not sacked as provided for by a(2) and b(2)

must be labeled in the following manner:

o 8CF Philadelphia PA 190
Fr HEW Balto MD

3» : d, State Packages and Sacks,

B
i (1) Packages, Pieces remaining for a State after the
% , packages required by a(l), b(1) and c{1) have bsen prepared

must be combined in a State package and labeled with the

Name of the State. The label may be,omitted when the packages
are placed in a State sack and the top piece in the package
is turned or covered so that the individual address on t.he'

- pleces doss not show, thereby lndlcatlng that the pachgc is B _
to be opened for dlatrlbutlon. -
(2) Backs, Sacks containing State psckages plus any bnckdgi;";
for £ive-digit ZIP Code dcltvcry units, mixed city packagn. E
and SCF packagn not ucked as provided for by a(2), b(2), llld
¢(2) must be labaled in the: following wmanner:

\

Kansas City MO DIS 640 _ .
Missouri BOOKS
Fr GPO San Francisco CA S -
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e, Mixad States Pachgu aud sqcka

(1) Packages, All places "‘“""‘“‘ .“

(2) Sacks, Snclu conntnmg uma st.im plch(u l\llt bt o
labeled in the following wmanner: _
Chicago IL DIS 600
Mixed States PAMPHLETS
Fr GSA Chicago IL
£. When sack labels are furnished by the postmaster, the
agency must place its name on the back of ucl;l label,
g.. Sacks with unauthorized labels, tiga. or markings are
not acceptable for dispatch,
h. The ZIP Code may be omitted from the i)tcecl in & bulk

mailing bearing a eimplified address; pieces presorted and

bundled by the mailer to c¢ity, rural, or star carrhr rohtu;

and pieces presorted to ttvi-duu' ZIP Code dsstinations con-

sisting of either a post office having one ZIP COde or the ZIP
| Code delivery unit in wmulti-ZIP Coded post oﬂi.cu.

i. The lowest or principal ZIP Code nul.gntd to a polt ottl.en
may be uud on pleces addressed to lny mltl-lll' Coded  post o!!tcc
except those listed in pauguph 6. Agenciss may obtain the louut

~ or principal ZIP Code for pu_-ticular. pol_t. o!!t‘e'l; from the Natl.oqgl_:'

ZLP Code Directory or from their pdotllittrl.,

I
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5. It is the agencies’ responsibility to obtain the ZIP Codes

CURATIRALGR S Y wa w A iten we e R I Rt kit o 2k T

for all post offices, Po;t offiees wlll until January 1, 1966, sort
mailing 1ists consisting of addresses for the 314 large mult{-ZIp
Code poat offices listed in paragraph 6 uccordlng to five-digit ZIP
Code delivery units free of charge, - Beginning January 1, 1966, a
charge of $1,50 per thousand addresses or fraction thereof, payable

to the local postmaster will be made for this service. Local post

office representatives should be consulted when this service is

desired,

6. The 314 multi-coded citfes for which five-digit ZIP Code

Fap o hits

delivery unit packages and sacks are required by 4a are as follows:

A

: A
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